Calculating the average teacher salary

	Determine criteria for data retrieved.

· All Certified – 
· Select Certified Codes from drop down on Payroll Assignment Settings Tab.  The certified job codes are listed on the PayrollSettings spreadsheet



· Verify Certified Codes listed on the PayrollSettings spreadsheet are correct. These are set when first installed so may need adjustment.





· If Certified Job codes need to be amended, customer can add or remove job code under column titled Certified Codes. Save once changes completed.


· Changes to Certified Job list on PayrollSettings spreadsheet can be updated by Cook Consulting and Install Emails resent to users that have this spreadsheet




· Object codes – i.e. 121 or 121-125 (teacher certified codes)
· Use Object Code option on Payroll Assignment Settings tab.  Enter object codes needed for information
· Note:  if miscellaneous codes of supplemental, mentor, etc. are coded as Cert 10 or Cert 12 in lieu of the chart of account code, the position counts will be incorrect for Certified selection.  
· Retrieve by Object Code to eliminate miscellaneous codes that may show Job Code of Cert10, etc.
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Example – remove code SPS.  Click on that code and select delete key.  Cannot have empty rows between codes so you will need to copy a code into the cell where you deleted a code.  If you add a code, add the code in the last empty cell in the column.
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	Calculate Average Salary for teachers

· Payroll tab – 
· Scroll to bottom of spreadsheet

· Yearly Salary column totals will include Other Monthly Amounts.

· Position Count column at end of spreadsheet will show accurate # of teachers IF you have used the correct option to retrieve only certified codes for main assignment.  Do not include miscellaneous codes (i.e. tutor, supplemental, etc) in your count.  

· Divide Yearly Gross amount by Position Count to get an Average Teacher pay.

· Pivot Table (Most efficient to view data)
· Pivot Table gives a summarization of data that is easy to read. 

· Divide Yearly Gross amount by Position Count to get an Average Teacher Pay.
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